
New functionality in TREX 1.2 
 
Improved Division Review Functionality. 
 
The current process for Division Reviewers is as follows: 
 

Division Reviewers are set per level 1 division (high level).  Once an Authorization is Submitted for 
Approval, a system generated email is sent to the Division Reviewer(s).  The email shows very general 
information about the document; it does not include specific department or project data.  The search page for 
reviewers is based on the same pieces of information included in the email, making it difficult for reviewers in 
division with separate groups to find the documents that pertain to their group.  The search page lists all 
Authorizations, the ones pending review as well as those that have already been reviewed, without a clue of 
how to differentiate them.  Also, for Division Approvers of Foreign trips, there is no quick way to verify that a 
Division Budget Reviewer has looked at the document and verified proper funding. 
 

Sample of current email: 

 
 
 
In TREX v1.2 this functionality has been improved to include the project id and 4 level department id in the 
email that the reviewers receive and in the reviewer’s search page.  The search page allows obtaining a 
separate list of Authorizations pending review or the list of those that have been reviewed.  It is now required 
to populate the Division Review field. (Free text 8 characters) A box has been added in the reviewer’s page for 
comments.  The reviewer’s comments are visible to the Division Approver. 
 
Sample of new email: 
 

 
 
 
 
 



Division Budget Review search page: 
 

The Division Reviewed box empty will pull Authorizations Pending review.  
The Division Reviewed box checked will pull Authorizations already reviewed. 
 

Division Budget Reviewers will receive an email when an Authorization is sent back for revision and will be 
notified again when the Authorization is re-submitted.  The only caveat is that the second time the search for 
the Authorization should be under the already reviewed documents.  
 

The Division Reviewer page defaults to the Div. Reviewer’s Level 1 Division (two character div code) based 
in his/her own organization in the Project Deptid field, but this value can be changed. 
 

 

 
 



 
Division Budget Reviewers also receive an email when an Authorization is Canceled, in order to provide 
information for budget adjustments. 
 
Division Budget Review page: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Division Approver’s Page: 
 

 

 


